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The purpose of this Introductory Guide is to help a BLAZE SSI Web-based Application System Plan 
Administrator/Group Manager become familiar with the Defined Benefit: Benefit Statement System. 
After reviewing this guide the Plan Administrator/Group Manager should be able to:  
 

• Upload Benefit Statement Data File  
• Create New Plan Sponsor 
• Edit Plan Sponsor information  
• Create New Plan 
• Edit Benefit Statement Options 
• Assist the Plan Sponsor with the introduction of the online Statements to the Participants 

 
NOTE: As a BLAZE SSI Web-based Application System Group Manager, it is assumed that you are 
familiar with the procedures for signing on to BLAZE SSI Web-based Applications and with the 
functions, such as adding and managing members, that are explained in the Sign In Maintenance 
Guide. This Guide is available on the BLAZE SSI web page: www.blazessi.com/Guides/guides.htm . 
 
This Introductory Guide includes the following sections: 
 
1. What is the Defined Benefit: Benefit Statement System? ......................................................................2 
2. How is the DB: Benefit Statement System accessed by the Plan Administrator?.................................3 
3. Upload Benefit Statement Data File .......................................................................................................4 
4. Benefit Statement Options ...................................................................................................................... 7 
5. View Sponsor Information .................................................................................................................... 10 
6. Introduce Online Statements to the Participants..................................................................................11 
7. View Upload Data File Format .............................................................................................................. 12 
8. General links.......................................................................................................................................... 13 
9. Release Documents ............................................................................................................................... 13 
10. System Requirements .......................................................................................................................... 13 
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1. What is the Defined Benefit: Benefit Statement System?  
 
The DB: Benefit Statement System is a web-based system that supports a plan participant’s access to 
his/her plan benefit statement on line. The participant may view, save and (if a printer is available) 
print the statement. 
 
The plan benefit statement can be illustrated as a HTML document or Adobe Acrobat PDF document. 
If PDF is selected, the participant will need the free Adobe Reader software to view the statement. If 
HTML is selected, no additional software is required. 
 
Before the statements may be viewed by the plan participant, the Plan Administrator/Group Manager 
must create a file for the Plan Sponsor on the BLAZE SSI secure website and upload the appropriate 
data. The Plan Sponsor is then given sign in information so they can review the Benefit Statements 
and inform the participants that the Statements are available. 
 
Download guides for Plan Sponsors and the Participants at www.blazessi.com/Guides/guides.htm. 
 
The workflow for the system is as follows: 

• Perform the plan valuation  
• Use the available EBPII AUDIT/Export utility (format 42 681) to create a file of participant 

information for the plan 
• Upload participant information 

o Create Plan Sponsor (if not already created) 
o Create Plan (if not already created) 
o Browse for file and upload 

• Select Benefit Statement options 
• Provide plan sponsors with sign in information 

 



 
2. How is the DB: Benefit Statement System accessed by the Plan Administrator?  
To access the DB: Benefit Statement System, you must first sign in. Refer to the Sign In Procedures 
and Related Features document for details. After you have signed in, the BLAZE SSI Applications page 
will appear: 
 

 
 
Click on the Sys#68 DB: Benefit Statement and the following page will appear: 
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3. Upload Benefit Statement Data File 

3.1 Click on the Upload Benefit Statement Data File link from the home page. 
The following page appears: 
 

 
 
The File Upload Options page includes options to select the plan sponsor and the plan Id associated 
with the data to be uploaded.  
 
Use the drop down box to select the Sponsor and the Plan Id associated with the file to be uploaded. If 
the Sponsor or the Plan Id is not in the list new ones must be added. 
 
If the Plan Sponsor exists and there is an uploaded file from a prior year, the new upload will overlay 
the prior file. It is not necessary to delete the data from the prior year. 

3.2 Create a New Sponsor (if necessary) 
If the file to be uploaded is associated with a Plan Sponsor that is not in the list, the information for 
that Plan Sponsor must be added. To add a new plan sponsor, click on ‘New’ next to the Select 
Sponsor dropdown box. You can select a new sponsor from the ‘New Sponsor’ dropdown list and then 
enter the sponsor name in the ‘Sponsor’ field; or select ‘Add new sponsor below…’ from the ‘New 
Sponsor’ dropdown list and then enter the ‘User Name’ (which will function as the ‘Sign in Name’) and 
‘Sponsor’ (which is a descriptor for the Sponsor). You must enter a Password and transmit this 
Password to the Plan Sponsor. The password is case-sensitive. Click on ‘Submit’ to add the plan 
sponsor information. 
 
Plan Sponsors are members of your Group. Note that the ‘New Sponsor’ dropdown list will include all 
of your group members who have not been added as a sponsor in DB: Benefit Statement. 
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Once the plan sponsor information is added, the plan sponsor will be able to sign in to the DB: Benefit 
Statement using your ‘Manage Group Id’ as the ‘Group Id’, ‘User Name’ as the ‘Sign In Name’ and the 
password you assigned as the ‘Password’. The plan sponsor will be given appropriate permissions by 
the system.  The Manage Group Id is illustrated on the Home > View Sponsor Information page for 
easy reference, or review the Sign In Maintenance Guide for more information about your Manage 
Group Id and about setting permissions. 
 

3.3 Create a New Plan (if necessary) 
To add a new plan, you must select a sponsor from the Sponsor dropdown box first. Then click on 
‘New’ next to the Plan Id dropdown box. Enter the new Plan Id and then click ‘Submit’ to add the new 
plan. The system will accommodate more than one plan for a Sponsor. 
 

 
 

3.4 Begin Upload 
Once you have selected the desired Sponsor and Plan Id from the dropdown boxes, a message will 
appear if the file has not yet been uploaded. 
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Click ‘OK’ and the Upload Plan and Census Data page will appear: 
 

 
 
Enter the name of the file (including full path and the .csv file extension) to be uploaded or use the 
‘Browse’ button to locate the upload file and then click on ‘Upload’ to perform the file upload. You will 
get the ‘File upload process completed’ message when the upload process is completed. 
 

 
 
For the upload file format, refer to Section 7. View Upload Data File Format. 
 
At the completion of the upload process the system assigns user names and passwords to each 
participant. See Section 6. Introduce Online Statements to the Participants for more 
information. 
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4. Benefit Statement Options 
 
Click on the Benefit Statement Options link from the DB: Benefit Statement System home page. 
The Benefit Statement Options page allows you to view the participant benefit statements, select and 
customize the benefit statement format, select the file display type, and set the dates that the benefit 
statements will be available to the participants (‘from’ and ‘to’ dates).  
 
Select the desired sponsor and plan from the Select Sponsor and Select Plan dropdown boxes. The 
benefit statement options for the selected plan will be displayed. 
 

 
 
Enter the desired ‘Statement available from’ and ‘Statement available to’ dates. Participants can only 
access their benefit statements between these two dates. 
 
Select the desired statement file type. Currently the options are HTML and PDF. The HTML file type 
does not require any special viewer for the benefit statement. The PDF file type requires the (free) 
Adobe Acrobat Reader 5.0 or above.  
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You can view the benefit statement for a specific participant by selecting the participant name from 
the Select Statement dropdown box and then click the View link. The benefit statement will be shown 
based on the current selections. Use the ‘Back’ button to return to the prior page. Closing the browser 
will terminate your online session. 
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You can change the benefit statement format by selecting from the Statement Format dropdown box. 
If you want to customize the selected statement format then click the Advanced Options link. After 
making your selections, click the ‘Save’ button at the bottom of the screen. 
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5. View Sponsor Information  
 
Click on the View Sponsor Information link from the DB: Benefit Statement System home page. 
The View Sponsor Information page allows you to view the sponsor information as well as their basic 
plan information. 
 
Select the desired sponsor from the Select Sponsor dropdown box and the basic sponsor and plan 
information will be illustrated.  
 

 
 
Note that the sponsor’s ‘Manage Group Id’ is shown here. The sign in ‘Group Id’ for all participants is 
the ‘Manage Group Id’ of the associated sponsor. 
 
If you wish to change the sponsor information, click on ‘Edit’. Be sure to click on ‘Save’ if any changes 
were made on the Edit Sponsor Information page. 
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6. Introduce Online Statements to the Participants 
 
Participants who wish to view their benefit statement must ‘sign in’ to the blazessi.net website. 
 
The System assigns certain values to the participant’s sign in fields: 
 

The sign in ‘Group Id’ for all participants is the ‘Manage Group Id’ of the associated sponsor. 
The sponsor ‘Manage Group Id’ is shown on the View Sponsor Information page, which is 
documented in Section 5. View Sponsor Information. 

 
The ‘Sign In Name’ is the uploaded participant’s first name and last name with a space in 
between. It is restricted to an alphanumeric (including blanks) of up to 30 characters. For 
example, the Sign In Name will be ‘Carol A Jones’ if the uploaded first name is ‘Carol A.’ and 
last name is ‘Jones’. This field is not case sensitive. 
 
The sign in ‘Password’ is the last four digits of the participant’s social security number (or 
employee number if that is the number stored for that employee in the social security number 
field). This field is case sensitive. 

 
Participants may change their sign in name and password via the User Info link. For added security, it 
is recommended that the participant change their password the first time they access the system. 
 
If a participant forgets their password, the Plan Sponsor may view and/or change the participant’s 
password via the Sign In Maintenance on the BLAZE SSI Applications Home Page. 
 
Note that a Plan Administrator or a Plan Sponsor may link the BLAZE SSI sign in page to their website 
and may add a ‘brand’ logo. Contact the BLAZE SSI Helpline for information. 
 
Guides are available for the Plan Sponsor and the Plan Participant. 
 



 
7. View Upload Data File Format 
 
Click on the View Upload Data File Format link from the DB: Benefit Statement System home 
page and the Upload Data File Format help will be displayed in a separate window. Use Copy/Paste 
into Notepad or a word processing system to print this documentation to hard copy if desired. After 
viewing this help, close the window. 
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8. General links 
 
These links appear on some or all of the system’s pages: 
 
BLAZE SSI Applications 
Click this link to go to the BLAZE SSI Applications page where you can access other BLAZE SSI web-
based applications. 
 
User Info 
Click this link to go to the Sign In Information page where you can view or change your sign in 
information such as Sign In Name and Password. Please refer to the Sign In Procedures and Related 
Features document for details. 
 
Sign Out 
Click this link to start the BLAZE SSI web-based applications sign out process. When this process is 
completed you will be sent to the Sign Out page which will confirm that you have signed out 
successfully. 
 
Application Home 
Click this link to go to the DB: Benefit Statement System Home page. This is the Home page: 
 

 
 
 
9. Release Documents 
 
Click on the Release Documents link from the DB: Benefit Statement System home page to select a 
specific DB: Benefit Statement System release document to review. 
 
 
10. System Requirements 
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Click on the System Requirements link from the DB: Benefit Statement System home page to view 
the current DB: Benefit Statement System requirements. 
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